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KBMQHAUPUff 

TO* Ohio:, Special 1 ■‘ur.de Section 

FHOMl Chief , Supply Section 

THRU : Executive for Personnel and Administration 

SUBJECT* Ha tabllsbment of Cash Itrnda for Petty Purchases 


General Accounting Office Regulation No • 103 , j.seu® 1 
2 May 1945 * provides that an employe© of an Organisation, 
properly delegated, ray make petty cash purchases xxid re- 
ceive re Imburo am® n t from appropriated funds# It d ms no .• 
appear desirable and It would definitely not result in 
good administration to effect such a policy on a large 
scale within an Organization. However, there is a need to 
have one individual designated with authority to mike petty 
purchases for the entire Organization, to expedite and 
facilitate process in, the required purchases. 

The procedure, as recognized and provided for by the 
General Accounting Office would result in a considerable 
saving to the Government over a period of time for small 
emergency purchases requiring immediate nation. It is 
recognised generally throughout the Government that to 
issue h Purchase Order, process the voucher in cor motion 
therewith, and to perform the related accounting functions , 
would result, in addition to the time that transpires in 
an expense of approximately rlS.OO, regardless of the 
amount of the account. 

As an example, if a few copies of a Public haw were 
required a cash purchase could be made from the Government 
Printing Office (another Government Agency) at a cost of 
approximately $G,SO plus transportation, and coulc be 
\) secured for Immediate us®, whereas, if a Purchase Crder wore 
issued the same item* would cost approximately f'l< .00 plus 
the actual price therefor, and approximately four days would 
expire before delivery world, he accomplished 

An Immediate need fox* a petty cash account it to handle 
the miscellaneous expense in connection with movi? items 
to the Point of : Embarkation for dispatch overseas. Tho 
truck drivers moving supplies to New York and elsewhere arc 
willing to make an out of pocket expenditure for toll and 
tunnel' "charges, necessitated through moving Government 
supplies and equipraent, provided they may receive re- 
imbursement promptly upon return to Washington, D. 0. and 
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on ft reimbursable basis only If such transactions a <o 
handled by your office or If an advance may bo estab- 
lished for handling petty cash expenditures. 

„ . view of the need for and the benefits that the 

Central Intelligence ( .roup *111 derive from making potty 
o&sh purchases qxi& the act that an ©raploye© would lot 
h© axpoctsu to or bo abla to i$stk© the cash, outlays :*o-» 
quired on behalf of the Government, it is kindly re- 
! ue » te^tha^^dv&nc a be made to the account of Mr. 

Cl ief, Procurement Unit in the amount 
150*00 for purpose of handling petty cash ex- 
penditures on behalf of the entire Organisation. 

It Is to be understood that the advance will in 
essence be a rovolvi.^ fund to be replenished entirely 
through voucher ed funds at the end of each month or as 

* .. At; tmj ' - iv ® n time the entire amount 
could be returned to you within a period of 20 days from 
date of your request or any lnfomatlon with respect to 
oould b<» e applied. It is proponed 

mSWttBIP , ?2, ^nishod by Special funds 

1:he ®^pr*©33 agreement that 

he Is personally liaole to restore the .full amount to 
pecial i*\mda faction within a. reasonable time af ter re- 
quest therefor and the further understanding that no pny- 
ment or re imbur soman t of expanses paid from the advi rice 
wil1 m effected through the use of unvouchered fund a . 
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APPROVED ; 


Colonel, m&- 

Executive for Persona®] 
and Administration 
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